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ABSTBACT 

The Pfckctical. Industrial 'CoiBunication (PIC) pro^rai 
Is.^.forB of individualized instruction that teaches coBBunicatio;i 
skills to students in Tocational/technlcal curricula at Bed Biver 
ol:ouiBunity College, Hinninj^, Banitoba* A' placement test de^teraiaes 
whether students begin iiith all or part of a ten*hout vriting skills 
reviev or: proceed directly to the core area of the program. Following 
the completion of the coir.e instructional units^ students select as 
,aany topics f roa a set of optional units as their individualized 
prograas all^v. The aain Advantages* of the Pl6 prograa are that 
students receive instruction in a variety of job^oriented topics to 
h^lp thea before and dtiring eKployaent/and that students can 
etperi^ence sore learning situations in less tiae and in less physical 
spe^ce than, before. The prograi's disadvantages are that cost, class 
size, and instructors* workloads have increased, and that soie 
students are unable to accept the responsibilities of independent 
study. Evidence of the prdgraa's success includes a significantly 
higher course coapletion rate. (A course outline of the PIC ptx>graa 
is attached.) (RL) ' ^ • 
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^ Summary 

The Practical Industrial Communication (PIC) fJrbgram introduced at 
RedJJiver Community College to counteract student apathy to 'English," • 
and to inject relevance into' our« communi<iatfons courses, haS sparked 
enthu^iaspi amdng-students, i nstructors.^ and employers. The key is a 
•guided independent study mode that tailors each course to individual 
students' needs. A combination olF student self-pacing, comfortable class- 
room environment, relevant subject watter, and interested course advisors 
who have time to work wi th* i ncH viduais and small groups, has changed 
""EnglTshZCorTHnunicati^ i^o a livTng,Tnteresting, 

useful subject. 



The Inciustfial and Technology Coimuni cati ons Department at Red River V 

Community College teaches functional writing, clear ^pea^king,, and other^^^^^^ 

business topics to students from thrtge general -areSs ; \, 4 \ 

. ♦ (a) Technical/vocational (skilled trades^ courses - blue collar, 
workers in-training, ' ) 
fb) Engineering technology courses - white^ collar workers in-training, ' 
^(c) Business^" and government'-- professionals and para professionals 
on-the-job. " 

Our department's goal is the same for all three groups * to give our 
"Students the cofrmiuni cation skills the^^ill nee^^^ survi V8 and prosper in 
tlieir chosen fields of work*. Thennaterial we cover and the r?<ethods we employ 
vary from group to group because the needs vary from'g'roup to group. 

This paper'describes our approach to the teaching of , "communication" to 
students attending 'technical/vocational courses." f • ^ 

/ * * ' , 

^ Overview of the PIC Program ^ 

The PIC program we have- 'i ns;M tuted at Red River Community College has 
required a mct^tr change in focus and direction. Prior to 1975, our technical/' 
vocational/tornnuni cations course^ cofnprised a variety of inconsistent approaches 
which evolved from individual instructor interpretations of cours^ outlines. 
These approaches plainly failed to. satisfy tKe^needs ^f either our students or 
their employers. So in 1975 we conducted an ^loyer survey aftd a subsequeht ^ 
data analysis, which suggested that a more realij^'tic approach would be to 
concentrate ^n on-the-job communicatio/i needs. /The ultimate result of our ^ 
research has become the P^C program. 

4:he pfesenta-M-w me the d -4 a -this individualized *program Is primarily 



learning packages o{ print materials , which. are interspersed with* films, 
v.ideQtapes , audiotapes*, seminars, arid (rarely) lectures. The variety of 
methods help^compensate for. those students who do not'>earn -wel 1 -through 
print materials-. 



3. 



' • At the beginning of the program, students are "streajned" into twa 
different areas depending upon their laaguage-handlirfg* abi "pities. Students*, 
who have an identifiable problem' with langftagQ-vhandli ng .^kfill s, u^^rtake a>l 

-^^^ I .f . E.^.Pfogr^) to bring 
their basic language' skills yp to an acceptable level. Students who can 
demcmstrate an acceptable proficiency in language-handling 'sl|ill-s proceed 
di rectly * into the "core area" of the program (see Figure 1). i-' 
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' , students take the "core area" packages regardless" o1*tl]e stream in which 
they begin, so that there are unifcfrm topic areas for all ^students taking a 
particular course. Ime number of W.R.I.T.E. units that each student undertakes^, 
however, determines^ the number -of "options." he or she is able' to tackle.' Fpr ^ 
example,^ assume .that a student automotive technician is assigned 30 units^, 17 of- . 
which are "cor*e" topics (see^Figure 2). If-the student is exempt^frOm the W.R.I.T^E 
'segment, he can select 13" "opH:ions"; but if he has to undertake; sVj_7 of the 
10 W.R.LT.E. topics, he can-s^elect onTy 6 "options." , 
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Fig. 2 Flow Chart 30-unit Course 



Selection of optional topics is the prerogative of' the student. 'However, 
the selection is macte with the. advice and assistance of both the in^Jivtdual 
student''S vocational instructor an^d his or her communications instructor. The 
intent is to provide students with information and skills \i)iich will assist 
them along their career paths and toward their car&er goals! ^. 

.Apart from/the W.R.KT.E. segment, ttie overall program is divided into - 
five basically chronological, areas to simuTate a t^^pical emplo^^ee's progress 
through the various job stages. They arer » • ,^ 

• (1) 'Getting a'job ' ' ^' \ ^ ' / 

(2) Getting Atong on the Job 
< C3) Getting Ahe^d Dn the Job ' , 
' ' (4) Coating '^omt own Job: ' Starting a Business, aTl^^' 
' Job- and Business-related Topves ^ 
[sy Human Relations * * 

Areas (1) and (2) are undertaken by nearly ^1 classes. ^Area (3) i^ directed^ 
primarily to sl:uden'ts who want or ire liicfely^to attain a supervisory position, 
or who/Simply..want to understand the techniques of supervision; it stresses the 
^i^ortance of effective communication for persons who supervise others. Area 
(4), although not a typical job stage, applies t6 students who ultimately intend 
to start Jtheir own business or who' want to understand how small businesses 
function; again,* the^ communications aspects of business ownership ere stressed. 
Area (5)# although, not necessarily in chronological order, ' is for students who 
want to Understand themselves and^others better than they presently do, and to 
communicate afficiently and empatheti cal ly in both busine/s and society. , * • 

PIC Program Facilities J 

•For the PIC Program we have d^arted f rom "tH'e norinal classroom environment- 
in Which one instructor and a group 'of students are assigned to a characterless^ 
bare-walled room equtpped with uncomfortable chairs and an equal number of . 
student desks--and in its pl^ce we have set up an environmentally-appealing 
, "communications center." All students' come to the center (commonly known as 
the PIC Room) and^work tn comfortable surroundings with as many as three 
instructors to advise' thpm. ' ^ . ^ ' 



The PIC Room is large' (roughly, 40 ft. ff. ), \carpetjed,. painted' . 

in warm orangfe, beige arfti* bnown tpnes, and its open wall\spaces sport a , 
selecti on of ^col orf ul ^ray^e2^£01tir,5.:.^.„^ 

Shelved, and contains^all the ijesoi/rce materials usetj by s\tudents. Anpther 
wall' is lined with individual study centers which, when oui^ budget per^fnits, 
Will eventually hold srn^iVl TV^cassette playback sysleins dnd\ other A/V^aids. 
The central area bas trapezoidal tables arranged so that s-ti^dents can si-t 
in pairs or small groups of up to six ;)ersons.. ^ (Chairs' and tables are not 
lilied'upMn orderly classroom fashion, and^ there is. no 5et ifistriictor* s 
position.) A 20-inch Sony cassette TV^ playback system fcnd a .16 mm film 
projector are moved abbut the room on mobile carets, ready fdr use wi'th small 
or lar^e groups of studfents. And eas'i ly-transported 8 ft. x 4 ft. panels, 
are inserted be tweem tables if theiroom needs^to be c^vided for multiple 
acti^vities. ^ ' . 

Two or three classes use the ro^om simul lane.ously , with^a total of up to 
^i^students. Each class has its own instructor, and thQ instructors move- 
from table to table, answering questions*, giving advice to students exper- 
iencing difficulty, and coordinating discussion groups. Each i nstruofor i s 
knowledgeable in most subje^ct areas, and is a specialist on certain topics, 

that a broad area of' expertise usually is available to sd,tisfy studertt 
questions. And, because we bel ie.ve. that in tKe PiC Room arv i nstructor ' s . - 
function is primarily to advice and a^ist students, we have-chosen to refeV 
to ourselves as "Course Advisors" rather. than "instructors.'" 

PIC, Program Basi c Aii 

• Before' embarkirvg on the^IC Program, we m^de five assumptions which, in 
reality became unwritten aims. Tfi^y were: ' -.^^ 

1. * Eyery student should be considered indi viduallyc .within ^ 

certairl constraints, we would tailor a studeaf's points of 
* ehtryjnto and exijt from the^ communications course according 
to.^^^'orher ca^abi-l i ties* and q^eds. ' \ 

2. Students should be able to s^tudy 6i fferent tQ[^ics , and yetv 
he cons^idered to have completed the same commtmcation$ 

^ course, , " If ' " 

■ • ■ ' " • • •■ 1 " 



. .Topics should be classified into two categories (^'Necessary 
to |<;r|ow" and "Nice to Know*'), which would vary according ,tQ 
.Ji....§tide^n^tj^Sj^:tra^^ ?oi.„.?xamaJej| *k.now 



^ writ^ an Inspection repprt should be a required topic^Wr a 



forestry student, but \A^u1d be only »of marginal interest to a 
meat; cutting student. ^ ^ * 

'4. Unusual as^ well as tradftiolhal communicat;ions topics shoul^-be 
i ntrjDeliiced irfto each studer^' s Xpmmuni cations 'course^^.^.xTli^ 
assumption •evolved as a compromise be^w^en those in Our depart- 
ment who felt strongly thatjwe should teach onty a traditional 
Engl ish/Comn|uni cations course, and those who 'Tel t (equally 

• ' strongly) that .busi ness topics should form an integral part of' 
our program. The latter'were sensitive to the fact that both 
• the vocational tr^ai^iping departments we serjved and the employers 
who^hired our graduates h-ad for some time been questioning the 
rajevance of oi/r communications courses.. 

5. 1 Stui^ents should be abl^ to tvork at t-heii? own pace, wtth "TIo 
minimum but ^fi rm' maximum' time for course completion 



PlC 'Program Topi\:s 



As the' Attachment to these notes ^shows, the topics c(Wered-by the piC Pro^ 
are wide and /arted. Our intent is threefold: - ■ . 

* To assist stjjdents who have basic Tanguage-handling^*problems to 
improve their writing skills so that they can express themselves 
clearly, at a level of competence suitable for their chosen field. 
^' Our approach is away Vrom standard grammatical terminology and 
toward easy-ta-understand terms that can be understood by all/of 
our' stude'nts .' ^ • * / ^ . . 

To provide practical ins^uction in the skills that sUidfents^ wt,1.1 
need to f ind. employipent , !and'»as employees on the job (e.g. writing 
business letters, and reports, completing special-type forms y.. making 
good oral presentations). 



* *To create an awareness of factors" that will be useful to 'students 
both ^n the job and in society. We .want sti^dents to be exposed 
» ^l^^s? to t hink about -them, and. to )<now that if they encounter 

a situation in which a learned topic has some application, they * f 
• will have background knowledge that wi LI help them to'cope' wi th the* 
situation, and wi 1 T know , where tif turn for more detailed information. : • 

• ^ - • . ' y . * 

"•Topics are classified Into three areas (?ee figure 1): 
• 1), W.R.I.T.E. - JO units desl-gned to improve' student's wrj^tlng skills. 

2) CORE - 18 units classified generally as "EssentiaV to Know." 'Students . 
- a^e assigned units in the core area that apply particularly to their 

vocation or trade. ^ . 

3) OPTIONS -44 units classi fie^d' general ly as "Nice to Know." Students 
select as many topics from this area, -as their program allows. (For • 
some vocations, certain topics .listed as options m^y be- assigned to 
students as "core" units.) 

^ , i ^ 

V PIC Program Implementation ^ 

Students enter thejpiC Program' as a class, but exit individually as each 
^student completes his or her allotted numtjer of packages. ' During'their first . 
hour, students arfe shown a 10-minute vi deotape ,that outlines how the program - 
operates and ^introduces 'them to independent *study agd individualized instruction. 
Their course advisoV then takes xiver, describing the number of 'packages they 
must complete, su^esting thajt students start considering the opttionat- topi cs 
available t(5 them, and answering questiorfs. The students\^ then write a fairly 
simple placement\test which is used to define their^point of entry. 

* • • . . 

As figure 1 shows, students jnay enter at the W.R.I.T.E. segment, or start 
directly with the CORE units. ^Jheir course advisor tells each student how 
many W.R.I.T.^. units h^or she must u'rtdertake , *and how-many QPTION units may 
be selected. (The CORE units are, of coursejthe same for aVV students in the 
• .class.) Typjcal examples are shown in figures 2 and 3. 
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Fig. 3 7 Optioni Available to Streams A and B for 
. * [^arious "Trades/Vocations'. 



'Students are warned/not to be lulled into # false sense of security 
by the f reedofji that the /ihdependent study mode seems to offer. Some stydehts 
adapt.reatji ly to working on their own, and welcome both the independence and 
the Opportunity to forge ahead. Others, less well-disciplined, need to^b^ 
monitored and given a d.entle push from time to tim£. For them, we frequently 
-establish /inji target /dates"^ as "milepostsA for completion of certain segments. 

4 \ ' 

Few stu^d^.ts fai/l the cours^but this is not becanjse we have lowered our;;^ 
expectations. 'When /tudent assignments are not up to the require^ standard,., 
they have to be re-(|one by the Uudent with the assistance of his or her course 
advisor, who explaiiis where the student has g,one wrong. ThoSe that .do fail, 
choose*to fail, either ^y not turning up for classes or by not handing i'n 
sufficient assignments. ^ *' • * . 



Surprising]^, the Course completion rdt^*has been signi ficantly higher 
with the'' PIC program than it was with the previous method 'of normal class-room' ' 
instruction. Tj^e ke^ seenes to be a combination oj the relaxed atmosphere, 
student^depenrfefice and <^onsequent -self-moti vation , fi^rmly establ-isrhed compl^r 
tioh dates, and^the conti nual ^i nterest of cpurse advisors who wnsidef each 
student as an individual . • * . . 

, , Cpnclusions ' ' ' . ' > 

The "TTi5 in. 'advantaged of the PIC [program are that l^tudents covers ^a large 
vanity of jbb-orien^ed topics- which are designed to heJp them before and 
during empVoyment, and ^n their business if that is tl]eir.goaV. We Inave.aUo 
found that morqj students can experience more learning situations in less time 
and in less physical space than before. S1;gdents who'^are ambitious ^re motivated 
to finish the course early; students who are having difficulty have a greater 
opportunity than before .to experience one-to-one assistance from their course 
".advLisDr. ^ . " ^ ( < ^ 

There are di sadvanitages too/ Some students are not able to acjcept the 

'respl>nsibil'i tfes inherent in an independent study system. And co^st, class 

size, and instructors' marking loads f]ave all tended to .increjise: The lattejr^l 

aPfcfj^€ts we have had totmonitDr carefully, be(|ause College administrations tend 

to consider independent study to be a cost-saving device ^nd look askance at 

our requests for help! • / 

♦ ' > * 

; B^t there is no doutt that, the PIC prograrr'ls a success. Departrwents who 
previously withdrew their students froni our Cofnmuniv^ actions courses .because they 
cohsid^ed our courses lacked relevance, are now requesting that Communications 
be re-establ tshed 'as a required subject.. And other Departments have approached' 
us with requests that we extend the^PIC phi l^osojjliy to their programs. We just 
Nieedjjior^ space and' people. ^ • ' ► ' 



AtTACIItlENT ' 



■ PRACTICAL INaUStRIA^ COMMUNICATION 
> Cour^ Outline 



PLACEMENT TEST 



, A'brief questionrial re in which students give information about pfevious 
Engl 1sh/£bwniuntcat ions instruction they have rece'i.ved, and attempt one or. two 
sii^le exercises in grammatxical usage and paragraph ^construction. 

W.R.I .T.E. (Writing Review: Industrial &,TradeT English-). --^ ^ 

From the 'Placement T-es't, we learn if students neecf-to review grammar .or 
composition, or both. If they do'," students attempt all or part of a programmed 
writing review that^i^rects them to work through sections in which they most 
need' help. 



Unit ]: Writing Functional English ^ 
' Sec. 1: Words We Use Al 1 the Time 
Using noiins and'-pronouns 
Sec. 2: ' Action Words 
U^ing verbs effectively. 
S.ec. 3: Putting, a F^w Words- Together 
Writi-ng simple sentences. , ^ - 
J Sec. 4: Adding Xolor*to Description Words 
Inserting adjectives into basic s^fTrtences. 
Sec. 5; Adding Color to ActW Words 
Inserting adverbs^into b-asic sentences. 
Sec. 6: Assembling Your Thoughts ^ 
Writing* more complex sentenefs. 
Sec. 7: Making Your, Words Agree 

Achieving' subject-verb and pronoun-an^edent agreement. 
Sec. 8:, Putting Some Ideas Togethe r^ ' - ^ , 

tiritina simple paragraphs. - . / - * 



S.ec, 9: l^nsyjtjng Commas and^Sto ps . 

Punctuating ■;$enti|rrGes and paragraphs. 

^ SecWlO;"" Bui Idihp 'Short l^ess.ages ' • . ' ^ . ' > 

' ■ • . ^;^^^t|^^9^"arirf^^^ p.dragraphs. * ^ ^ , 

, ^ tdRfe TOPICS^ ^fe^uVsory for^all studentt): ' . \ \ ' : . 

If ^the- Placement Test shows that students do not need, the Writing Review, ^ ^ 
they start their course a^t Un'^t,'?^^ • * ^ ^ . ' * 

The objective, of the Corfc area is^to prepare stud6r>ts to find a job iji, " ' 
' , their (fSrtiCular field, aTid to be able to^cope.-With various tas^<s and problems 
^^\th^t may pirise on the job, ' . * • 

Unit 2: . Gating \he Job ' ' . * ^ • . 

Sec. I: Finding the Rfight ^Job ' ' , \ . • ' • * ' 

• • ^Getting a lea^olLprospecti v'e job openi ngs ,^ learni ng how- to .develop « 
*leafdsv ^ • ' f ^ - " " . - 
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^-i ^.^ 2;.. Ap^yinq for a Job ^ ^ . • . , * f ^ 

Writin$*.a lettef of 'application, prepari-ng a restime, and filling in^'an 
applicai"ion fom. (Counts as 3 topics.) • 

Sec> 3: Handling the Job Interview 



/ 
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^ .Pr^aring for a job interview, learning what interviewers'look^for w<||p 
:they ask certain questions , and answeri-ng qiiestions confidently. \ 

Unit 3: Getting Aloh^ On The Job / . ' • , ' ^ * 

Sei:. ]: Fulfill ir^ Job Respbnsibilit?e^s ' ' , - . . ^ 

6ne's respcinsi bill ties as an employee; writing* a job description applicable 
' ' to the student's tirade-pr vacation. • ' ' \ ' ^ ^ ; 

Sec. 2: Go- opera tif^g w.i th ' Qflher s ' 

■ ' , V . — . - ' ■ . ^ / - 

Co-opei^ating with sm»ervisors; co-workers', and customers; hafTKlJing • , •, \ , 
complaints. ' . . ' ' " " • 

^ • . ■•, . - . ' ^ ;• - 

. ' Sec. 3: 'Working toward Promotion , ' .* • . • >» • ^ 

Anticipating anil preparing for promotion; the qualities d.esired of* employees 
\ wbp are be.ing -evaluated for promotion. ' , ' _ " " 



, Sec. 4; Infection Report . ■ ^ . 

Organizitig and writing. ah inspection report; making^ jecommendatiojis 
cleanly and e*f fi ciently . ' \ • . 

Sec. 5: Arcident Report /. * ^ . * . , • ^ . 

Organ'izihg. and writing a clear , ^concfse accident report; completing 
the proper forms correcily.* . \ ' ^ . 

Sec. ^Service Orders. (Primarily for. Automotive 'Mechanjf^) ] 
Fi'lling in a work^or service or/(er c\^arly^^£i sely and correctly. 



Set..?: 'Purchase Orders 




Hakin^'up'^a'purchase order; -identiifing and inserting all the /in formation • 
. ' ^eguired 'for efficient service and delivery- of goods. " ^ • • . 

Included in the "Core" area are. five topics relating ta Legi-^lativ^ Acts, 

governmental agencies-, .and asstDciated interest groups whigh may oe of importance 

to students when they* enter .the labor force. .These are inserted as "Core'; topics 

if they relate specifically to the students ' .chosen tr^^dei or ypoatioh;- otherwise, 

they become optional topics, (they are listed under Uriit 6). \ ^ « 

* ' * . " * 

OPTIONAL TOPrCS -(Students' choice) . • ' ^ 
,t , J --'^ 

' .In a'bdition to 'Core topiCF, students jn^y choose a number of topics from ' 
Units 4, 5, 6 and 7. ,We suggest that they do thYsK^TKCOnsul tati on with theif 
Sho[^^nstr:uctors St)' tKat they can be guiled l6 select, the mpst'useful topics " 
to-suit their- career plans. - . . . 

, Ttie objective of i^any of the optional l^ipics Is ta en courtage .students to . 
develop their leadershij^^qualities," to gr^epare themselves to become .superui sdrs , 
or. to learn the rudiments of organizing and operating- their own small businesses. 

. The /number 'Of opti ons 'that , students -may sel^^^tdgpends upon whether they 
hai^e had'to do Some or all of the W.R.I.T.E. pB,.ckaf5s' i n Uni t 1: the more 
w;r.1.T.E\ packages they attempt, the fewer optj.Ons they may selett. 

Itoit 4: betting Ahead op-The Job ' - ^ tm.' ' > 

' Sec. 'I'l Developing a Supervisory Style ' ^ ' -^y 

--The v^ari'ous approaches to supervisjon and how to apply each in a given^.- ^ 
•SI tuat3t)n. ' ^ ^ 



- ^ec. 2': Motivating Subbrdinates ' , 
Mottvating subordi na-tes and keeping them motivated. 
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Sec. 3: Taking -Responsibi 1i ty and- Delegati ng ^ 

Why, tiow, and when tt>, delegate^ authority, and how to'' ensure contrpl of 
work that is delegated.^. . ^ ' ' 

• ' . • * ' . * * '« ' ' - ♦ • • 

Sec. -4; Problem Solving >^ti(l DiscipliTiing 

Identifying, defining and resolvfng typical problems; disciplining 
effectively andvithout incurring rancor. 

Sec. >5t -L'dbor-Manaqemetit Relat4ons r • • 

^ Unions, their place in industry', how to communicate w^ith them, and^hat ' 
they can do for 'employees Vari ous wagje- schemes , and the advantages and 
disadvantages of ^ch; » , * 

Sec' 6.' On-the-job Writing Fundamentals* ^ ' ^ - 

Writing style desired by industry ,, business and government organizations; 
writing clearly and concisely* / , , 

^Incident (OccurrerjceQ Reports ^ . ^ $ ' 

Organizing information in sequence; presentingvwri tten facts cleanlj'. 

Sec. 8: Job Progress Reperts : * ^ 

-0rgan.izing the relevant facts of a sUuation into a stan-dard progress^ 
• Veport format; using thesq facts ^tb wrtte a clear, complete* prog res 
r^ort.*. - ^ . ' ' . * 

See. 9: Investfgati op Reports ... ' 

Writing a loaical, wel 1-reasoned vi nvestigation repor# through a series of 
investigative steps. " ' - : 

Sec. 10: Recommendation ISuggestion) Reports ^ - . ^ ^ 

Organizing suggestion reports, making recommendations, and 'presenting 
alternatives ... ^ J 

Sec. 11: Writyng Instructions 

Writing instructions that will invoke quick and correct reader responsev 

9 * * ' ' 

Sec. 12: Employee Rating Forms • ^ , ' ^ ^ , . ' 

The main rating systemsvand how they are used to %ssess employees/ 
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Unit Si Creatjng Your Own Job: . / 

Organizing and Operating a Small Business » 0 

* Sec. 1: Basic Busin ess Organizatio n 

] ^ * ^ ' 

'"The main, ways in which to orgartize^ a jmall business Sole Ownership, 

' - Partnership-, or Corporation and the advantages' and disadvantages of 

\ ^each. ' ' , ' . ' ' 

Sec. 2: Financing a Small Business 

Fitiancing a'business, and the Sources of ^nds availabl.e to a ptrson 
Starting a new small business. 

Sec. 3: Locating a Business ^ . 

T'ak^ng a market survey to, establish the business potential in 5 particular 
area; th? various elements which go into finding a suitable location. 

. ; 

Sec. 4: Staffing a Business 

Where and how to find suitable' employees, and how to conduct an interview* 
- Sec. '5;' vBai.ic Accounti ng Procedures \ 

^ Setting'-'up and operating a basic accounting system suitable for a" small 
business. ^Counts as 12 topics). . ^ . , 

Sec. 6: Writing Let ters in Business , 
i 3 — , — ^ 

, • • ** . • 

. The various forms of business' letters; constructing business l£tters for 
specific situations. ' j * ^ ^ 

Sec. 7: Inventory Control 
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The importance of inventory control, and basic methods. 
Sec. Taxation and Insurance , 
Direct and indirect taxes, business insurance, legal implications\ 
Unit 6^ Job and Business — ^Related Topics 

S ec. 1: Worker's Compensation Boards . 
Sec, 2: Injured Worker's Associettion ^ 
Sec. 3 : Unemployment Insurance 
• ^ Sec, 4:. '-Mechanic3^' Lien v ' 

Sec> 5: Garage Keeper's Act , ' 

frhese (topics are frequently iijcluded^n the "core"- area. ) 
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Unit 7: Human Rel ation^^TopicS'- . 

/ sec. 3 : Getting Involved w1tfr People^ • 



The work environment often requires l>eing part of a group of peopl»<who 
.share. the responsibility for achieving the overall objectives of a jbb. 
. , *This Ltrvit Evolves .relating to other people, and developing soma appre^- 
ciation for what they 4iave achieved in their lives. 

Sec. Communica tion S^kill^iin Groups 

~^ o — * — ^ — ' — ^, ' ' • r 

^ The importance of feedback, and effective listening in work situations; 
* • developing ski'll in giving and receiving feedback. 

, Sec- 5: Decisi on t^aking ^ - ^ 

I ^ — 5 

... ^ . 5» ^ ^ ^ . 

^ . ' Effective decision-making and" piM^'^^em solving, 'as an individual and as a 

member of "St gwoup. How the stucmnt as an individual makfes decisions that 
/ afpjct his/heA life. ' ' ^ \ ' 

• Sec- 4: Clarifying Your Values 

^Understanding^ thit everything we do, every decision w'e make, and every 
^ course of action we take,' is based on our consciously or unconsciously 

, ' held beliefs, attftudes and Values. ' , ' ^ - ^ 

Sec. -5: Overcoming Blocks ' - . 

How students may prevent themselves^ from achieving career or personal goals; 
overcoming faulty assumptions apd cateistropic expectations; developing self 
confidence. . * ' * • 
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The notql'.and tests contained in certain PIC Prograrti packages^have been 
combined into tw(j Rrentice-Hal 1 Inc. ^textbooks one of which has been published; 
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icq, R. S.: On-Thg Move (CorrHiiuni cation 'for Employee 



-- contains note§< and , tests from-: 

Unit 2 (an Sectjons')' 1 
Unit 3 (Sections 1, 4, 5 &• ?) ^ ^i-r*' 
Unit \ (Sections S to 11 ) . *^ ' 
Unit? (Section 6) 



/ 

, Blicfl, R. S.? .' Jus ti'W rite: A Do-it-yourself Rev.iew of Msic English , - 
.(in preparation) V ' 
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contains al") ten Sections of Unit 1 
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